
OFFICE OF THE SECRETARY OF STAT 
DEPARTMENT OF ARCHIVES AND HIST4 

RECORDS MANAGEMENT DIVISION 

APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: See Publication No. 76-RM-! for instructions on completing this form. Forward signed original to 
Department of Archives and Hifory, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30.334, 
Attention: Scheduling Section. ~ 8 7 i ' L O  2- 0-2 1 .  i 

C E  OF, S E ~ R E T A R Y  OF STAT'E 
40 P R Y O R  STREET, SW, 2nd FLOOR 
ATLANTA, GA 30303 

. _ _ _ . ~  
ipplication Number 

-__ ~~~~~~~~ ~ ~ 

Telephone Number 
S p e c i a l  Projects  Coordinator  6 56-39 1 6 

-~ -~ ~ ~. . ________ 
~ ~~ 

Alice Black  
1. Action Requested 

a. 
b. 

0 Establish Retention Schedule; record will continue to accumulate. 
U Dispose of present accumulation; no further accumulation anticipated. 

l;,4Q A;d Application [ o .  80-234 .. Check One: 0 Change; O_&perrcede; 0 V o i d ~ _  ~ 

1. Dates of Series 
iarliest Latest 

5. Rewids Series Title (followed by title used in office; if different) 

P r e s e n t  Real Estate I n a c t i v e  I n d i v i d u a l  License F i les  
~~ ~ ~~ 

-~ 
i. Division and Office Function 
rhe Real Estate Commission r e g u l a t e s  t he  i s s u a h c e  a n d  r e i s s u a n c e  of l i censes  to  r ea l  
!state b roke r s ,  a s soc ia t e  b roke r s ,  a n d  s a l e s p e r s o n s ,  a d d i t i o n a l l y  e s t a b l i s h i n g  r u l e s  a n  
regulat ions r e l a t i n g  to t h e  p ro fes s iona l  c o n d u c t  of t h e  r ea l  estate profess ion  i n  Georgi; 
:t accepts  compla in ts ,  r ev iews  misconduct,  i n v e s t i g a t e s  a l l e g e d  v io l a t ions  of S t a t e  l a s  
:ommission r e g u l a t i o n s ,  a n d  t a k e s  d i s c i p l i n a r y  ac t ion  a g a i n s t  a v a r i e t y  of improper  PI 
:edures  o r  u n f a i r  t r a k e  p rac t i ces .  I n  a d d i t i o n  to  r e p o r t i n g  v io l a t ions  to t h e  Attorney 
:enera1 for  ac t ion  to e n j o i n  s u c h  p r a c t i c e s ,  t h e  Commission, a f t e r  p rope r  h e a r i n g ,  may 
:ensure  a l icensee ,  o r  s u s p e n d ,  revoke , '  o r  r e f u s e  to renew a l i cense  t o  p rac t i ce .  

A l i c e n s e  becomes i n a c t i v e  only  when requested by l i c e n s e e  o r  when a broker  releases a 
l icensee  without  a transfer t o  another  company. 
Lapsed, n o t  inactive. If t h e  Commission revokes a l icense,  i t  becomes a p a r t  of t h e  in-  
r e s t i g a t i o n  f i l e .  

r. Record Series Description 

Documents relating to: 

What i s  the function of the Division and the Office in which this record series-is created? 

I f  f e e s  are n o t  pa id  the l icense becomes 

~ 
~~~~ __. -. . - - ~ 

This file contains the following documents (include form numbersand titles, if any): 
, I  . . .  

' 'Attach samples of the file. . ' 

. l i censed  i n  the,  S t a t e  of , ,Georgial  

- .  Request ing t h e  i n a c t i v a t i o n  of real '  estate l i c e n s e s  by  holders  ~-: 

--"Released/Transfer" form r e q u e s t i n g  i n a c t i v a t i o n  ( n o  form number) ;  
-Wall l i cense  . .  
-Pocket c a r d  
-Educat ion , Certific 'ates . 

' . L  I 

Included are: 
,' . , - _  

File i s  arranged: Alphabe t i ca l ly  by  name of l icensee.  

~ - _ ~  
TMonthly Reference Rate How oftenare records referred to which are: 

One to six months old 5 . Seven to twelve months old ; Thirteen to twenty-four months old 1 .  

twenty-five months . and older . J, + ?  ~. 

3. Annual Rate of Accumulation of Records 

Letter-size drawers -----; 3 Legal-size drawers - . . . --; Shelves ; Other (specify) 

~~ 

R-50-71; Rev. 76 



If not3 where~isji? - - ~~~ ~~ -- 
b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation. 

- ~ ~ .. 
~ ____ ~~ . ~ 

~~ -~ ~ 

long termrevarch value?_ ~ 

the entire f i le for a long period, could these 
1 '  - -. .- - 

1 .  
~~~ _JfJeL attashm.- ~~ _l_i ~ 

recorded in a summarized report? 

office or agency? 
~ ~ . .  - ~~~~ - . . 

~ 

of it) rewlarlimiccofilmed- ~~ - ~- 

s the r e a r d 9 r i e s ~ r d t i n  acnmput er pr htQ!.!t?.~ 
1. Retention Requirements The following requires the series to be kept: 

a. State Law - ~~ _-..years. d. Audit period - ___ __years. 
b. Statute of limitation - . . . - ~- -years. e. Administrative need 7 I years. 
c. Federal law - ~ f ~ ~ ~ ~ - - ~ - . y e a r s .  f. Federal retention instructions years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

- 

OCGA 43-40-12 ( h l -  
Administrative Need: 

Ga. Re4 Estate mqual  5 2 0 ~ ~ ~ 3 6  

have t o  be recal led for l e g a l  c e r t i f i c a t i o n s .  
Verification of information for cert i f icat ions,  Files may 

_ _  - .- __ .. ~ . .  ..___ 

2. Approved Disposition Instructions This agency recommends that the file series be cut off at  the end of each: 
El Calendar~Year; 0 Fiscal Year; 0 Other  then, 

El Hold in the current files area - ._ -month(s) 1 yeark); then 
0 Transfer to local holding area; hold 
I3 Transfer to State Records Center; hold h ' y e a r ( s ) ;  then 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

year(s); then 

These instructions apply to a l l  prior and future accumulations of the series. 

lecommendations in para- 
lraph 12 are approved. 
'If disapproved, attach letter 
I f  explanation.) 

---. 
R-50-71; Rev. 76 



--*.. > . I  - 8x  I L  
OFFICE OF THE SECRETARY OF STATE 

DEPARTMENT OF ARCHIVES AND HISTORY 
RECORDS MANAGEMENT DIVISION 

< APPLICATION FOR RECORDS RETENTION SCHEDULE 

__.- 

IN5TRUCTIONS: See Publicatio; No. 76-RM-! for instructions on completing th is  form. Forward signed, original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georiia, 30334, 
Attention: Scheduling Section. : i .  

I 
~~~ 

FOR RECORDS MANAGEMENT USE 
~~.~ r_i_.~ 

1. Agency Address ! - ~. 
FOR AGENCY USE _.___ I 

9ppliation Date Office 'of Secretary of state Application Number 

__ 40- Pryor Street ma-234 ~. 
:Georgia Real Estate Cominission 

Atlanta, Georgla Date Received Date Completed 4pplication Number 

- FEB 2 7 1980 I M A R ! L - _ - ~ .  1 9 1980 -~.-l___.l_I_ _I - .~ ,- . - . > ~ - i ~ ~ _ _ _  - ~~ 

2. Person to Contact Working Title Telephone Number 

3. Action Requested 

Supervisor 656-3916 
- - _. . 

Alice Black __ ~.-. 

a. &%staDiisn Retention Schedule; r F d  will continue to accumulate. 
b. 0 Dispose of present accumulation; no further accumulation anticipated. 

-. Check One: 0 Change; 0 Supercede; O x d  ___.__i. 
(followed by tide used in office; if different) 

Latest ESTATE 
INDIVIDUAL LICENSE FILES 

__ __ __ 
What is the-function of the Division and the Office in which this record series is  created? . 

. . .  ~. 

Earliest 

6. Division and Office Function , 

The individual examining and lfcenshg Boards establish policy governing 
the requirements for licensing where policy is not contained in law. They 
collect fees from applicants for licenses and for examinations and conduct 
examinations. They aetermine whether applicants have in fact met-educational 
or on-the-job tr&i.n'lng requirements. The Boards issue and revoke licenses 
add maintain records to certify that licensees are in fact properly licensed. 
The Boards enforce a professional code of ethics by receiving complaints, 
performing investigations and presenting evidence to support or refute 
allegations against a licensee. 

_ _ ~ -  _I --__ - - _ _ _  
7. Record Series Description This file contains the following documents (include form numbers and tirles, if any): 

Attach samples of the file. 

Documents to: Requesting the inactivation of real estate licenses 
by holders licensed in the State of Georgia. 

Included are: "Releese/Transf er , I' form (no form no. ) requesting inaCtiv$tian, 
wall license, pocket'card, and o€her supporting documents. 

I- __ __m_l ---- - -_ _ _  - _ ~  

4 
Monthly Reference Rate 

7 One to six months old 
twenty-five months and older 

Letter-size drawers - L~; Legakize drawers 

How often are records referred to which are: 

; Thirteen to twenty-four months old -- -; 5 
ven to twelve months old 

_-- -. ____- I__ .. 
4. Annual Rate of Accumul t i o G f  Remrdr - 

-; Shelves ; Other (sptkify) 



- ~ --7-.e.-__w..=-- - ..-- ~ . . .~ 

NO ~~ 10. Question_naire (Place an "X" in the proper column) ~. ~ ~~ -.R-- - - - >  . c 
I 

_1 

a. Is this the official copy of the series? 

b. Does the series contain coffidential information requiring security handling? If yes, cite law or regulation. ,\ 

-. . _ _  __ ~~ - If n o t  where.&- ~- ~~ 

~ - ~~ 

I 
--___-__ 

4 ,  
~~ 

I 
- 

c Is this a vital record?- __ _I 

' 

I .  
. -  

XI- x- I-- -~: 
-~ 
-~ x 1 ~ d. Does ~_.__ this series have h i s t o r i c a w e s e a r c h  value? 

e. When one or two documents in the file make it necessary to keep thg entire file for a long period, could these 

ntained in this se r iexeYe1 ou bl ishedl.l.1. v s s . a U i a & ! ~ _  
._dnwnents be schedu led sem ratelv? .- _- ~~~ -I-- . .  X' 

=-_ ____- ~ __-~.--_I_ -- - 
h. Is there a duplication of th is  series in your office, or in another office or agency? 
_lf Y e s . e L ! t d m ~ - - - - - - - ~ - . . -  

-- 
I 

1. Retention Requirements The following requires the series to be kept: 

a. State Law -1_1_ -years. d. Audit period -----,years. 
b. Statute of limitation A- years. e. Administrative need LQ-- -.years. 
c. Federal law --- years. f. Federal retention instructions years. 

4 

Att h OD o e c laws or regulations. Explain administrative need. Ga. Fodeg bt-qqf5 
Any real estate salesperson, associate broker, or broker ...' may continue 
his license by making application therefore immediately upon ceasing work .... The fee of.$15 shall cover all fees due the commission for any,.period 
nn !!i.nactixe-sk&xs-d to three v e a w  Am---- ---- 
12. Aoorgved Disposition Instructions w g e n c y  recomn,ds that the file series be cut otf ar tht end of each: 

. WCalendar Year; 12 Fiscal 'fear; 0 Other __ ~~ 

P I  

, .:.:,, , / ( I  . . 
__then, 

2 %Hold in the current files area ~i monthk) -.--year(s); then . 
0 Transfer to local holding area, hold 
@Transfer to State Records Center: hold 7s I 
=Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

yeark); then 
yeark); then 

', 

It is necessary' to retab these ETles an additional 7 years(p1us 3 required 
by law) for administrative purposes. 

. .  

These instructions apply to a l l  prior and future accumulations of the series. 

_I Date 

A 
Q ~ S  Committee ISianaturel Date 


